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R E C O R D S  D I S P O S I T I O N  S T A N D A R D  m I C O n D 8  umoI*tnt  D i v I B I o i  

M r .  Marvin Massey 
270 Washington Street,  S.W. 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE T O  ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

TRUCK REPORT FILE - I 

''What i s  the  function of the o f f i ce  i n  which t h i s  record s e r i e s  is created? 

The O f f i c e  o f  Administrat ive Services provides cent ra l i zed  admin is t ra t ive services: f o r  
the Department i n  the areas o f  accounting, personnel, and general services which includes 
budgeting purchasing property contro l ,  records management , and general o f f i c e  services. 
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1. This f i l e  contains the following documents (include form numbers and t i t l e s ,  if any, 
and f i l e  arrangement ) . 4 '  ~. 

3, Included 
Documents r e l a t i n g  to :  
order t o  determine instirance ra tes  and projected equipment and gasol.ine purchases necessary 
t o  operate such vehic les.  

accounting f o r  the operat ing expenses o f  Departmental t rucks i n  

Included are:' -T&ckt,Report (form 7 ) .  , '  . .  

F i l e  i s  arranged: 
Re-nrts sub.;;iitf< c-~,.;:',:~. 

b; f';i;al y r : ~ ;  t>c+-c :z?k : -  a lphabet ica l l y  by u n i t  of o r i g i n .  T%-L 

ATTACH SAMPLES OF THE FILE 

A U I U A L  R A t l  OT A C C U M U L ATION 

AVERACE D A I L Y  I F F E I I M C L S  
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14. 

15. 

16. 

17. 

18. 

19 .  

20. 

21. 

22. 

23.  

! 
Is there  a duplication bf t h i s  series i n  another o f f i ce  o r  agency? ,. I 

Is the  information contained; i n  t h i s  s e r i e s  ever $ummarized o r  published? 
Attach copy of  sumnary or-  publication. 
Does the  se r i e s  . ,  contain c l a s s i f i e d  informatibn requiring secur i ty  handling? 

Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? 

Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

Is the  s e r i e s  (or major portion of it) regularly microfilmed? I f  yes,  why? 

Does the  record ser iep provide data as input t o  q EDP f i l e ?  

Does the  record s e r i e s  contain documentation produced as EDP pr intout?  

Has the  Federal Government issued instruct ions goveping the  retention/dispo- 
s i t i o n  of these f i l e s ?  

W i l l  there  be a need f o r  these records 10, 1 5  years from.naw? If  yes,  what? 
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t 1 [ X I  
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t 3 [ X I  
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t 1 [ X I  

t 1 [ X I  

t 1 [ X I  

I 1 [ X I  

[ 1 [ X I  

24. REQUIREMNTS. The following requires the f i l e s  t o  be kept  1 years :  

a. ]STATE b. [ ISTATUrE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  D(1ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, S t a t u t e ,  o r  o ther  reason f o r  the r e t e n t i o n  requirement) 
Record s e r i e s  i s  used f o r  admin is t ra t ive  purposes such as determining insurance r a t e s  and 
projected equipment and gasol ines purchases f o r  Departmental t rucks.  

__.__ - - - -_ -- -_I _.__ -- 
25.  AGENCY %COMMENDATIONS. T h i s  agency recommends t h a t  the f i l e  se r i e s  be cut off a t  the end 

of each -[]CALENDAR YEAR -k]FISCAL YEAR -[]OTHER ~ ,then : 

[ XI Hold i n  the  current f i l e s  area month(s)/ 1 e a r ( s )  : 
[ 1 Transfer t o  [ 1 S t a t e  Records Center [ ] Local Holdin: Area; hold y e a r ( s ) :  
[ X] Destroy. 
t 1 Transfer t o  S ta te  Archives fo r  permanent r e t e n t i o n .  
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 
Record ser ies  has diminished and minimal admin is t ra t ive  value 1 year a f t e r  cu t  off. 

( Ind ica te  b r i e f l y  ra t iona le  fo r  recornendations above/or write add i t iona l  remarks) : 
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OTHER REQUIRED SIGNATURES 
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!dztor/Desza?zee 
i% paragraph 2 
a re :  

Y 


